CREATE A TABLE IN THE DATASHEET VIEW 


You can create a 
table to store new 
information in 
your database. 


Atable stores a 
collection of information 
about a specific topic, 
such as customer 
addresses or products. 


CREATE A TABLE IN THE DATASHEET VIEW 


EI Click Tables in the i I A blank table appears. E] To change a field name, 
Database window. table by entering data SIRO double-click the field name 
isplays the 
field name for each field to highlight the name, 
in your table. 


What are the parts of a table? 
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A field is a specific 
category of 
information and 
contains the same 
type of information 
for every record, 


For example, a 
field can contain 
— the last name. 
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>) C0 OT of every client. 

Field Name Record 

A field name identifies. A record is a collection of 

the information in a information about one person, 

field. place or thing. For example, a 


record can contain a client's 
name and address. 


Type a new field E] Repeat steps 3 and 4 To enter the data for a [:] Repeat steps 6 and 7 
name and then press for each field you wantto — | record, click the first empty for each record you want 
the "Entar key. include in your table. cell in the table. to add to your table. 


Type the data that 


corresponds to the field and 


then press the ‘Enter key to FconrinueD 4 
move to the next field. Repeat 


this step until you finish entering 
all the data for the recor Ej 


CREATE A TABLE IN THE DATASHEET VIEW 


When creating 
a table, you 
can have 
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^NI A primary key 
(Wem MA i is one or more 
fields that uniquely 
identifies each 
record in a table, 
such as a field 
containing ID 
numbers. Each 
table in your 


database should 
have a primary key. 
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E] Click id. to save C Type a descriptive A dialog box appears, Note: It you have entered information 

your table. name for your table. stating that your table does that uniquely identifies each record, 

IB The Save As dialog IT] click OK to save not have a primary key. such as ID numbers or part numbers, 

box appears. your table. [E To have Access create p oy Pid Hi Mer id 
a primary key for you, Prima) ky seepage 128 


Why should each table in my database Will Access analyze the information 1 
have a primary key? enter in a table? 

‘Access uses the primary key in each table When you save a table, Access analyzes 
to establish relationships between the the information you have entered and 
tables in your database. Relationships assigns a data type to each field, A data 
between tables allow Access to bring type determines the kind of information 
together related information in the tables. you can enter in a field, such as text, 

For more information on relationships, numbers or dates. For more information 
see page 128. on data types, see page 82. 


M Access removes the Note: The numbers in the ID The name of your 
rows and columns that field may not begin at 1. table appears in the 
do not contain data. [E] When you finish Database window. 


If you selected Yes in reviewing your records, 


step 12, Access adds an ID click Ed to close your 
field to your table to serve table. 

as the primary key. The ID 

field automatically numbers 


each record in your table. B 


You can use the Table 
Wizard to quickly create 
a table. The wizard asks 
you a series of questions 
and then sets up a table 
based on your answers. 


The wizard can help you 
create a table for business 
or personal use. You can 
use the wizard to create 
tables that store information 
about specific topics, such 
as Customers, Products, 
Orders, Recipes and 
Investments. 


CREATE A TABLE USING THE TABLE WIZARD 


This area displays tho 
available fields for the 


El Click Tables in the ü Double-click Creat E] Click an option to specify 


Database window. table by using wizar whether the table is for 
B The Table Wizard business or personal use sample table you selected. 
appears. (I changes to 9b) E] Double-click each field 

E] Click the sample table you want to include in the. 
you want to use. table. 

Note: The available sample tables Note: To select all the fields at 
depend on the option you selected once, click (>>) 


in step 3. 


What is a primary key? 

A primary key is one or more 
fields that uniquely identifies each 
record in a table, such as a field 


containing ID numbers. Each table E MEM 
in your database should have a m menm mt 
primary key. When using the Table Mo ue mtem n n 
Wizard to create a table, you can -—99 "35 s 
have Access set a primary key for eee rae 7 i C CUR 

you. Access will create a field that. PTT -r 


automatically numbers each record 
in your table. To later change the 
primary key, see page 126. 
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Each field you select Note: To remove all the fields E] Type a name for 3 Click Next to continue. 
appears in this area. you selected at ance, click (=) the table. You can click Back 
E To remove a field you E] When you finish E] To have Access set at any time to retum to a 
accidentally selected, selecting all the fields a primary key for the previous step and change 
double-click the field you want to include in table, click this option your selections. 


in this area. the table, click Next to (© changes to ©). FconrinueD 9 


continue. ote: For information on the 


primary key, see the top of 
this page a 


‘ABLE USING THE TABLE WIZARD 


The Table Wizard E * 

shows how your a] 

new table relates nine 

to the other tables ia 

in your database. TS 1 
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Relationships between 
tables allow Access to 
bring together related 
information in the tables. 
For more information 

on relationships, see 
page 128. 


CREATE A TABLE USING THE TABLE WIZARD (CONTINUED) 
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li This screen appears This area displays how [E Click this option to be (©) Click Finish to create 
if other tables exist in the new table relates to able to enter data directly the table. 


your database. the existing tables. into the table after the 
Note: If this screen does not [I] Click Next to continue. wizard finishes creating the 
appear, skip to step 12, table (© changes to ©). 
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Can I make changes to a table? Can I later add records to a table? 

Yes. After you create a table using the. After you create a table, you can add 
Table Wizard, you can make changes. new records to the table at any time. For 
to the table. For example, you can ‘example, you may want to add information 
change the width of columns, rename about a new customer to a table containing 
a field, rearrange fields, add a new customer information. To add new records 
field or delete a field. To make changes to a table, see page 64. 


to a table, see pages 43 to 49. 
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This area displays the Note: The numbers in the ID Type the data that [3 Repeat steps 14 and 15 
field names for the table. field may not begin at 1. corresponds to the field for each record you want to. 
It you selected Yes in {To enter the data for and then press the nar aiid th your table; Access 
step 9, Access adds an ID a record, click the first key to move to thie next automaticaly saves each 

field to the table to serve empty cell in the table. field. Repeat this step record you enter. 


i l you finish entering 
as the primary key. The. until y 
ID field will automatically all the data for the record. 


number each record you 
add to the tab E 


OPEN A TABLE 


You can open a table to 
display its contents on 
your screen. Opening 
a table allows you 

to review and make 
changes to the table. 


EI Click Tabtes in the This area displays a W The table opens. You Note: A dialog box will appear 
Database window. list of the tables in your. can now review and make if you did not save changes you 
database. changes to the table. made to the layout of the table. 
z r To specity if you want to save 
F] Double-click the When you finish working 
table you want to open. with the table, click Ed to The changes, elo oc M. 


close the table. 
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CHANGE A COLUMN WIDTH 
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Reducing 

the width of 
columns allows 
you to display 
more fields on 
your screen at 
once. 
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EI To change the width of Él Drag the column edge The column displays FIT LONGEST ITEM. 


a column, position the until the line displays the | the new width. [] To change a column 


mouse 1 over the right column width you want. Click li] to save width to fit the longest item 


‘edge of the column : 
your change. in the column, double-click 
heading (I changes to +r). the right edge of the column 


heading. 
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RENAME A FIELD 


You can give a field 
a new name to more 
accurately describe 
the contents Preparation Time 
of the field. 


E 
or 
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El Double-click the The field name Type a new name for The field displays 
field name you want is highlighted. the field and then press the new name. 
to change. the Ear key. 
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REARRANGE FIELDS 


You can change 
the order of 
fields to better 
organize the 
information in 


Rearranging fields in 
the Datasheet view 
will not affect how 
the fields appear in 
the Design viow of a 
table. For information 
on the views of a 
table, see page 74. 


E] Click the name of the P] Position the mouse È The field appears El Click |i. to save your 

field you want to move. over the field name and in the new location. change. 

The field is highlighted. then drag the field to a 
new location. 
IB A thick line shows 
where the field will appear. 


m 


ADD A FIELD 


You can add a 
field to a table 
when you want 
the table to 
include an 

additional 

category of 
information. 


A field is a specific. 
category of 
information in a 
table, such as the 
phone numbers 
of all your clients. 


ADD A FIELD 


El Click the name of the F] Click Insert. The new field appears W Access assigns a namo 
field you want to appear 3 in your table. to the new field. To give the 
after the new field. The PAK Cohunes, field a descriptive name, 
field is highlighted. see page 44 to rename 
the fied. 
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DELETE A FIELD | m2 | 


If you no longer 
need a field, you 
can permanently 
delete the field 
from a table. 


Before you delete a 
field, make sure the 
field is not used in 

any other objects in 
your database, such as 
a form, query or report. 


You cannot delete a field 
used to create a relationship 
to another table in the 
database. For information 
on relationships, see page 128. 


E 


E] Click the name of the Click Edit. WW A confirmation dialog box W The field disappears 
field you want to delete. Click Delete Column. | appears. from your table. 
The field is highlighted. E] Click Yes to permanently 


delete the field. 


You can change 
the cell style and 
colors in a table 
to enhance the 
appearance of 
the table. 


CHANGE THE APPEARANCE OF A TABLE 


Click Format. IB The Datasheet 


POPARTE Formatting dialog box 
appears. 


Note: It you selected Raised or Sunken 
in step 3, skip fo step 9. 


HE] To remove the horizontal 
or vertical gridlines, click 
each gridline you want to 
remove (E) changes to 71). 


To change the. 
background color, click 
this area to display a list. 
of the available colors. 


k the background 
color you want to use. 


How can I change the border or line styles Can I change the appearance of a form 
in a table? or query? 

In the Datasheet Formatting dialog box, You can also perform the steps shown 
you can change the border and line styles below to change the appearance of 

in a table. a form or a query displayed in the 


Datasheet view. To change the view 
of a form or query, see page 152 or 202. 


You can click this You can click this 
area to select the area to select a style 
type of border or line for the type of border 
you want to change. or line you selected. 


E] To change the This area displays I The table displays the [1] Click lel to save your 
gridline color, click this a preview of how your changes you selected. changes. 
area to display a list table will appear. 


of the available colors. E] click ok to apply 


E] Click the gridiine your changes to the 
color you want to use. table. 


